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1.0 Our commitment to child safety








We want children to be safe, happy and empowered. We support and respect all children.
We have zero tolerance of child abuse and all allegations and safety concerns will be treated very
seriously and consistently with our robust policies and procedures.
We have legal and moral obligations to contact authorities when we are worried about a child’s
safety, which we follow rigorously.
Our College is committed to preventing child abuse and identifying risks early, and removing and
reducing these risks.
Our College has robust human resources and recruitment practices for all staff, contractors and
volunteers.
We are committed to the cultural safety of Aboriginal children and those from a culturally and/or
linguistically diverse backgrounds. We are also committed to providing a safe environment for
children with a disability.
We have specific policies, procedures and training in place that support our leadership team, staff
and volunteers to achieve these commitments.

Our commitment to our students
 We are committed to the safety, participation and empowerment of all children
 We commit to listening to children and young people and empowering them by taking their views
seriously, and addressing any concerns that they raise with us.
 We commit to teaching children and young people the necessary skills and knowledge to understand
and maintain their personal safety and wellbeing.
 We commit to seeking input and feedback from students regarding the creation of a safe school
environment.
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Our commitment to parents and guardians
 We commit to the cultural safety of Aboriginal children and those from a culturally and/or
linguistically diverse backgrounds. We also commit to providing a safe environment for children with
a disability.
Our commitment to our school staff (school employees, volunteers and contractors.)
• We commit to educating staff, contractors and volunteers on child abuse risks and with the necessary
support to enable them to fulfil their roles.
• We commit to providing regular opportunities to clarify and confirm policy and procedures in relation
to child safety.
• We commit to listening to all concerns voiced by staff, volunteers, and contractors about keeping
children and young people safe from harm.
• We commit to providing opportunities for College employees, volunteers and contractors to receive
support arising from incidents of the abuse of a child or young person.
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2.0 College Leadership Responsibilities
The Leadership of our college is responsible for creating a community which exhibits zero tolerance of child
abuse. The Leadership team will create and maintain a culture where child abuse allegations are reported,
where risks to children are mitigated and where all staff and volunteers take responsibility for ensuring an
appropriate response to child safety issues.
2.1 Identify and analyse risk of abuse
College leadership will embed processes to prevent, detect and respond to the risk of child abuse in all
college programs. The policy includes a risk assessment process to ensure that the possibility of child abuse
occurring is eliminated.
2.2 Adherence to a Code of Conduct for Staff & Volunteers
College leadership will ensure staff and volunteers follow a code of conduct which specifies the standards of
conduct and care required when working and interacting with children.
2.3 Choose suitable employees and volunteers
College leadership will take all reasonable steps to ensure that it engages the most suitable and appropriate
people to work with children. These include VIT checks, Working with Children Checks where required, faceto-face interviews and detailed reference checks from previous employers, including the applicant’s most
recent line manager.
2.4 Support, train, supervise and enhance performance
College leadership will take all reasonable steps to ensure that volunteers and employees who work with
children have ongoing supervision, support and training so that their performance is developed and enhanced
to help protect children from abuse. The Senior and Middle Management will undertake annual education in
relation to their own responsibilities. College Leadership will ensure appropriate support for children,
families, staff, and volunteers in any instances of child abuse or endangerment. In relation to an Aboriginal
child, culturally and/or linguistically diverse child or child with a disability, the support may include
connection to other staff within the College (e.g. VISION, Learning Support Staff) and outside agencies
(Aboriginal community leaders, translators).
2.4 Promote inclusion
College leadership will work to create an organisation that is inclusive of all children and families. In
particular, it should establish a culture that supports:
• cultural safety for Aboriginal children, for example by working in partnership with Aboriginal peoples
• cultural safety for children from culturally and/or linguistically diverse backgrounds, for example by using
inclusive language and images in policy documents, and communications such as the website and newsletters
• the safety of children with a disability, by ensuring the College is accessible to everyone and ensuring
appropriate training and supervision of staff and volunteers working with children with a disability.
2.5 Communication of the Safe Child Policy
College leadership will provide the college community with access to the Child Safe Policy through the
community portal. Prospective staff will be made aware of the policy during the recruitment phase, while
existing staff will acknowledge the policy through the signing of the Code of Conduct statement on a yearly
basis.

3|P age

Child Safe Policy 31/07/2017

2.6 Regular review
College Leadership Team will review this policy in term three, of each year, with the Head of School and
Director of Learning (from both Junior & Senior School) reporting on what has been achieved, directly to the
Academic Council. The Principal may call on the College Leadership Team to review the Child Safe Policy
following a significant incident.
2.7 Legislative responsibilities
College leadership will ensure staff and volunteers take their legal responsibilities seriously, including:
• Failure to disclose: Reporting child sexual abuse is a community-wide responsibility. All adults in Victoria
who have a reasonable belief that an adult has committed a sexual offence against a child under 16 have
an obligation to report that information to the police.
• Failure to protect: People of authority in our organisation will commit an offence if they know of a
substantial risk of child sexual abuse and have the power or responsibility to reduce or remove the risk,
but negligently fail to do so.
• Any personnel who are mandatory reporters must comply with their duties. Mandatory reporters
(doctors, nurses, midwives, teachers (including early childhood teachers), principals and police) must
report to child protection if they believe on reasonable grounds that a child is in need of protection from
physical injury or sexual abuse

4|P age

Child Safe Policy 31/07/2017

3.0 Roles within Child Safe Strategies
The creation of child safe learning environments relies on the combined efforts of all members of the school
community. It is a shared responsibility. Key staff members have specific roles which facilitate the successful
implementation of the Child Safe Policy.
College Principal
The Principal is the College Board’s representative. As such, the Principal is ultimately responsible for the
implementation of this Child Safe Policy. The Principal will ensure Child Safety is a standing item on the
College Board’s meeting agenda and will a major role in the coordination of the various approaches explained
in this policy. The Principal will also take a leading role in the Risk Management Assessments used by the
College to reduce or remove potential risks. The Principal will ensure the Child Safety, and the College’s
commitment to child protection is a core message to our community.
College Leadership Team
The College Leadership Team will review the Child Safe Policy in the third term of each year and ensure risk
management procedures are in place. If risks to child safety are identified in one or more College
environments, it is the College Leadership Team’s role to record these risks and specify the action(s) the
College will take to reduce or remove the risks (risk controls).
Head of School (Junior & Senior School)
Head of the School (Junior and Senior School) are nominated as the College Child Safety Officers. They
receive additional specialised training with respect to child safety issues and are the designated person
concerned staff can go to in their school, should a concern arise. They are also responsible for championing
child protection within the College and assisting in coordinating responses to child protection incidents. The
Head of School are responsible for training and education of staff and volunteers to ensure that everyone in
the College organisation understands child safety is their responsibility. They will ensure staff meetings
provide professional development opportunities in Child Protection and will also play an essential role in the
assessment of risks. The Head of School will ensure the Child Safety, and the College’s commitment to child
protection, is a core message for their staff, students, volunteers (including Parent Helpers) and community
through various communication channels. They will ensure updates and training takes place annually.
Director of Learning (Junior & Senior School)
The Director of Learning (Junior / Senior School) will be responsible for ensuring that appropriate programs
are explicitly taught to support the teaching of wellbeing, resilience, respect and the understanding of rights.
They will ensure there are programs taught educating students on how to identify abuse and how to report
its occurrence.
Daily Organiser – person in charge of Casual Relief Teachers (CRT)
The person in charge of CRTs (Junior / Senior School) will be responsible for ensuring appropriate procedures
are in place so that CRTs employed by the College understand the College’s commitment to child protection,
including education on, and an awareness of expectations as outlined within the College Child Safety Policy
and procedures and the Child Safety Code of Conduct.
Human Resources Manager
The Human Resources Manager plays a key role in coordinating staff recruitment and induction processes by
applying a thorough and rigorous screening processes. Our commitment to child safety and our screening
requirements are included in all advertisements for employee and contractor positions, and all applicants are
provided with copies of the school’s Child Safety Code of Conduct and the Child Safety Policy.
We make all reasonable efforts to
 ensure staff teaching registration and Working with Children checks are up to date.
 obtain proof of personal identity and any professional or other qualifications.
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 verify the applicant’s history of work involving children.
 obtain references that address the applicant’s suitability for the job and working with children.
The Human Resource Manager is also responsible for training and education of non-teaching staff and
contract personal within their areas, including education on, and an awareness of expectations as outlined
within the College Child Safety Policy and procedures and the Child Safety Code of Conduct.
Business and Property Manager
The Business and Property Manager is responsible for training and education of non-teaching staff and
contract personal within their area, including education on, and an awareness of expectations as outlined
within the College Child Safety Policy and procedures and the Child Safety Code of Conduct.
College Psychologists and Wellbeing Officers
The College Psychologists and Wellbeing Officers provide insight into the behaviours of children affected by
abuse. They may also be called on to support students and their families should they require assistance from
a professional. The College Psychologist and Wellbeing Officers will also be in a good position to assist staff
working with children who are victims of abuse.
College Staff and volunteers
We expect all school employees and volunteers to proactively ensure the safety of students at all times, know
the key indicators of child abuse, to be observant and to take appropriate action if there are concerns about
the safety of any child at the school. All school staff and volunteers must remain familiar with the child
protection code of conduct, and policies and procedures and to comply their legal obligations with respect to
the reporting of child abuse. Our Child Safety Code of Conduct (located on the College website) provides
clear expectations of school employees and volunteers for appropriate behaviour with children in order to
safeguard them against abuse and or neglect. The Code of Conduct also protects school staff and
volunteers through clarification of acceptable and unacceptable behaviour. College staff and volunteers
will sign a Child Safe Code of Conduct when they commence employment. The obligations around
reporting are expressed in the Child Safe Policy and must be acted upon by each individual. At the start of
each year Learning Group teachers in the Junior School and Senior School House Coordinators will ensure
the students within their care participate in a ‘Being Safe at School’ education session.
Note: Volunteers are staff that are involved in providing support, guidance and supervision directly to students and
could potentially have direct unsupervised contact with students during the normal course of providing the volunteer
service. Examples of activities may include volunteers involved in College camps and excursions, coaching sporting
teams or assisting in learning activities.

Director of Admission and Marketing
In the promotion of Kardnina International College the Director of Admission and Marketing will ensure the
College commitment to Child Safety is highlighted. They will make sure the updated versions of the Child
Safety Policy and the Child Code of Conduct are accessible on the College Website.
Home Stay Program Coordinator
The Kardinia International College Home Stay Program Officer is responsible for ensuring appropriate
procedures are in place so that all Home Stay stakeholders: overseas students living and local host
families, understand the College’s commitment to child protection, including education on, and an
awareness of expectations as outlined within the College Child Safety Policy and procedures and the Child
Safety Code of Conduct.
Note: The above role responisibility doesnot displace or discharge any other obligations that arises if a person
reasonably believes that a child is at risk of child abuse.
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4.0 The Scope of Child Safe Processes
Ministerial orders from the Betrayal of Trust legislation outline the following parameters

Child means a child enrolled as a student at the school.



Child-connected work means work authorised by the school governing authority and performed by
an adult in a school environment while children are present or reasonably expected to be present.



Child abuse includes—
a) any act committed against a child involving—
(i) a sexual offence; or
(ii) an offence under section 49B(2) of the Crimes Act 1958 (grooming); and
b) the infliction, on a child, of—
(i) physical violence; or
(ii) serious emotional or psychological harm; and
c) serious neglect of a child.



Child safety encompasses matters related toa) protecting all children from child abuse,
b) managing the risk of child abuse,
c) providing support to a child at risk of child abuse, and
d) responding to incidents or allegations of child abuse.



School environment means any physical or virtual place made available or authorised by the school
governing authority for use by a child during or outside school hours, including:
a) a campus of the school;
b) online school environments (including email and intranet systems); and
c) other locations provided by the school for a child’s use (including, without limitation, locations
used for school camps, sporting events, excursions, competitions, and other events).



School governing authority means
a) the proprietor of a school, including a person authorised to act for or on behalf of the proprietor;
or
b) the governing body for a school (however described), as authorised by the proprietor of a school
or the ETR Act; or
c) the principal, as authorised by the proprietor of a school, the school governing body, or the ETR
Act.



School staff (in a non-Government school) means
a) an individual working in a school environment who is:
(i) directly engaged or employed by a school governing authority;
(ii) a volunteer or a contracted service provider
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5.0 Risk Management
In Victoria, organisations are required to protect children when a risk is identified. In addition to general
occupational health and safety risks, Kardinia International College proactively manages risks of abuse to our
children.
We have a Risk Management Policy and Procedure in place to identify, assess, and take steps to minimise the
risk of child abuse risks, which include risks posed by physical environments (for example, any doors that can
lock), and online environments (for example, no staff or volunteer is to have contact with a child from our
organisation on social media, without a valid educational context).
The College Leadership Team willo

Ensure clear and accessible processes for evaluating risks posed by situations and activities,
appropriate to the organisation, its size and resources, physical and online environments, and the
characteristics of the children to whom it provides services.

o

Develop, record and communicate clear processes for removing risks to children (for example, rules
on online communications that could be included in the code of conduct or child safe policy,
removing staff or volunteers who may pose a risk).

o

Provide relevant staff and volunteers with training in identifying child abuse risks, for example
blocked-off/out-of-sight spaces (especially rooms with doors that can be locked), overnight stays, and
opportunities for physical contact, such as sports coaching and personal care.

Where risks are identified in one or more school environments the Principal will make a record of those risks
and specify the action(s) the school will take to reduce or remove the risk (risk controls). The Principal must
set in place a regime for monitoring and evaluating the effectiveness of the risk controls that have been set in
place.
The College Leadership Team will audit all school programs, including those operating outside of the physical
school environment and outside of normal school hours. Some of the programs would include excursions
 school camps (both outside of school hours and outside of the school location)
 after school care program / holiday program
 student work experience program
 co-curricular activities (possibly outside of school hours and/or outside of the school location)
 school residential facilities / campuses for students
 overseas students living with local host families
 hosts or sends students on ‘sister school’ and/or secondary student exchange programs arranged by
the school
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6.0 Our children
Kardinia International College provides children with child-appropriate and accessible information about:




their rights
the nature of child abuse
the means to report instances of child abuse

One approach to teaching these understandings is to focus on the United Nations (UN) Convention on the
Rights of the Child. The convention provides insights into the things that every child should have or be able to
do. All children have the same rights. All the rights are connected to each other, and all are equally important.
By teaching about the UN convention and unpacking the understandings around the concepts, children will
be able to develop insights into their own rights.
The Melbourne Graduate School of Education, University of Melbourne, on behalf of the Department of
Education and Early Childhood Development (DEECD), have created the Building Resilience Social and
Emotional Learning Materials. This suite of social and emotional learning (SEL) lesson materials is being
utilised with students across all years of schooling from Foundation to Year Twelve. This material provides
opportunities to develop social skills whilst also engaging explicitly with the key areas of-emotional literacy,
a) decision-making,
b) problem-solving,
c) positive self-regard,
d) stress management,
e) positive coping,
f) help-seeking and
g) peer support.
This program teaches resilience and provides children with skills in seeking out help and support when it is
needed. The program will assist children in expressing their views and making suggestions on what child
safety means to them, and on what child safe policies are, giving knowledge around reporting and response
procedures.
Kardinia International College promotes diversity and tolerance in our organisation. The United Nations (UN)
Convention on the Rights of the Child, supports the development of understandings around the importance
of inclusion. In particular, the children need to be part of an organisation which:
• promotes the cultural safety, participation and empowerment of Aboriginal children
• promotes the cultural safety, participation and empowerment of children from culturally and/or
linguistically diverse backgrounds
• ensures that children with a disability are safe and can participate equally.
The Heads of School and Directors of Learning are charged with ensuring that students are provided with an
education which teaches an awareness of child abuse and its prevention. Outlining of the procedure for
reporting child abuse, in a way which is accessible to their relevant age group, will be undertaken.

6.1 Junior School Program
In the Junior School the development of student wellbeing is implicitly and explicitly addressed through all
areas of the PYP Curriculum. Personal and social development are embodied in the IB learner profile that
permeates the programme as well as through the PSPE strands of Identity and Active Living. Explicit
understandings about the rights of a child are taught through the transdisciplinary units of inquiry as well as
during single subject lessons. An example of transdisciplinary units of inquiry that focus on this aspect for
each year level are reflected in the table below.
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Year Level
3YO Kindergarten

Central Idea
Community organisations work to help us.

4YO Pre-school

Relationships differ depending on the relationships people have with each other

Foundation Year

Thoughts and feelings can be expressed in many ways.

Year 1

Emotions and actions can influence interactions with others.

Year 2

Achieving optimal health requires informed actions.

Year 3

Differing opportunities have a bearing on a child’s life.

Year 4

Understanding ourselves, others and group dynamics contributes to success.

Year 5

Our environment and the people around us shape who we are.

Year 6

Changes in peoples’ bodies can affect their mental and physical states.

Once a semester, Junior School Learning Group teachers explicitly teach students age-appropriate content
relating to what child abuse is and the means in which to report instances of child abuse.

6.2 Senior School Programme
In the Senior School, student wellbeing is embedded in various ways. The Child Safe message explicitly
covers the following programs and events:
• Year 7 Induction Program
• Tutor Group and House system
• Students Personal Development programmes with specific units on resilience and children’s rights as
well as the avenues of support
• Peer Support Programme
• Camping programmes
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7.0 Our staff and volunteers
This policy guides Kardinia International College staff and volunteers on how to behave with children in our
organisation. All staff and volunteers must agree to abide by the College code of conduct which specifies the
standards of conduct required when working with children. Every staff member will sign the Code of Conduct,
agreeing to adhere to the understanding expressed in the code.

7.1 Training and supervision
Training and education is important to ensure that everyone in our organisation understands that child safety
is everyone’s responsibility.
Kardinia International College aims for all staff, volunteers and contract personal (in addition to
parents/carers and children) to feel confident and comfortable in discussing any allegations of child abuse or
child safety concerns. We will assist our staff and volunteers to identify, assess, and minimise risks of child
abuse and to detect potential signs of child abuse.
We have nominated personal to support our staff and volunteers through ongoing education to develop skills
to protect children from abuse, to promote the cultural safety of Aboriginal children, the cultural safety of
children from linguistically and/or diverse backgrounds, and the safety of children with a disability.
New employees and volunteers will be supervised regularly to ensure they understand our organisation’s
commitment to child safety. They will understand that everyone has a role to play in protecting children from
abuse. As well as checking that their behaviour towards children is safe and appropriate. Any inappropriate
behaviour will be reported through appropriate channels, including the Department of Health and Human
Services and Victoria Police, depending on the severity and urgency of the matter.

7.2 Recruitment
Kardinia International College will take all reasonable steps to employ skilled people to work with children.
We develop selection criteria and role descriptions which clearly demonstrate our commitment to child safety
and an awareness of our social and legislative responsibilities. Our organisation understands that when
recruiting staff and volunteers we have ethical as well as legislative obligations.
All people engaged in child-related work, including volunteers, are required to hold a Working with Children
Check and to provide evidence of this Check. We carry out reference checks to ensure that we are recruiting
the appropriate people that match our values and commitment to protecting children.

7.3 Fair procedures for personnel
The safety and wellbeing of children is our primary concern. We are also committed to being fair and just in
the application of our policy and procedures. The decisions we make when recruiting, assessing incidents, and
undertaking disciplinary action will always be thorough, transparent, and based on evidence.
The Principal or his delegate is responsible for supporting staff who have been involved in mandatory
reporting incidents.
We record all allegations of abuse and safety concerns using our Child Safe Incident Report form, including
investigation updates. All records are securely stored.
If an allegation of abuse or a safety concern is raised, we provide updates to children and families on progress
and any actions we as an organisation take.
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8.0 Allegations, Concerns and Complaints
Kardinia International College takes all allegations seriously and has practices in place to investigate
thoroughly and quickly. Our staff and volunteers are trained to deal appropriately with allegations. We work
to ensure all children, families, staff and volunteers know what to do and who to tell if they observe abuse or
are a victim, and if they notice inappropriate behaviour.
We all have a responsibility to report an allegation of abuse if we have a reasonable belief that an incident
took place (see information about failure to disclose above).
If a child discloses an incident of abuse to you
• Try and separate them from the other children discreetly and listen to them carefully.
• Let the child use their own words to explain what has occurred.
• Reassure the child that you take what they are saying seriously, and it is not their fault and that they are
doing the right thing.
• Explain to them that this information may need to be shared others, such as with their parent/carer,
specific people in your organisation, or the police.
• Do not make promises to the child such as promising not to tell anyone about the incident, except that
you will do your best to keep them safe.
• Do not leave the child in a distressed state. If they seem at ease in your company, stay with them.
• Provide them with an incident report form to complete, or complete it together, if you think the child is
able to do this.
• As soon as possible after the disclosure, record the information using the child’s words and report the
disclosure to your manager or your organisation’s child safety officer/champion, police or child protection.
• Ensure the disclosure is recorded accurately, and that the record is stored securely.
If a parent/carer says their child has been abused in your organisation or raises a concern
•
•
•
•
•

Explain that your organisation has processes to ensure all abuse allegations are taken very seriously.
Ask about the wellbeing of the child.
Allow the parent/carer to talk through the incident in their own words.
Advise the parent/carer that you will take notes during the discussion to capture all details.
Explain to them the information may need to be repeated to authorities or others, such as the
organisation’s management or Child Safety Officer, the police or child protection.
• Do not make promises at this early stage, except that you will do your best to keep the child safe.
• Provide them with an incident report form to complete, or complete it together.
• Ask them what action they would like to take and advise them of what the immediate next steps will be.
• Ensure the report is recorded accurately, and that the record is stored securely.
You need to be aware that some people from culturally and/or linguistically diverse backgrounds may face
barriers in reporting allegations of abuse. For example, people from some cultures may experience anxiety
when talking with police, and communicating in English may be a barrier for some. You need to be sensitive
to these issues and meet people’s needs where possible, such as having an interpreter present (who could be
a friend or family member).
If an allegation of abuse involves an Aboriginal child, you will need to ensure a culturally appropriate
response.
Some children with a disability may experience barriers disclosing an incident. For example, children with
hearing or cognitive impairments may need support to help them explain the incident.
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8.1 Legal responsibilities
While the child safe standards focus on organisations, every adult who reasonably believes that a child has
been abused, whether in their organisation or not, has an obligation to report that belief to authorities.
Following the procedures contained in this policy does not displace or discharge any other obligations that
arise if a person reasonably believes that a child is at risk of child abuse. For example, the College may set
procedures in place to support staff covered by Mandatory Reporting requirements, with the understanding
that regardless of Kardinia procedures, teachers and nurses at Kardinia must act in accordance with these
Mandatory Reporting laws.
The failure to disclose criminal offence requires all adults (aged 18 and over) who hold a reasonable belief
that a sexual offence has been committed in Victoria by an adult against a child under 16 to disclose that
information to police (unless they have a reasonable excuse not to, for example because they fear for their
safety or the safety of another).
While failure to disclose only covers child sexual abuse, all adults should report other forms of child abuse to
authorities. Failure to disclose does not change mandatory reporting responsibilities.
Mandatory reporters (doctors, nurses, midwives, teachers (including early childhood teachers), principals and
police) must report to child protection if they believe on reasonable grounds that a child is in need of
protection from physical injury or sexual abuse.
The failure to protect criminal offence (commenced on 1 July 2015) applies where there is a substantial risk
that a child under the age of 16 under the care, supervision or authority of a relevant organisation will
become a victim of a sexual offence committed by an adult associated with that organisation. A person in a
position of authority in the organisation will commit the offence if they know of the risk of abuse and have
the power or responsibility to reduce or remove the risk, but negligently failed to do so.

8.2 Forming a belief on reasonable grounds
A person may form a belief on reasonable grounds that a child is in need of protection after becoming aware
that a child or young person’s health, safety or wellbeing is at risk and the child’s parents are unwilling or
unable to protect the child.
There may be reasonable grounds for forming such a belief if:
• a child or young person states that they have been physically or sexually abused
• a child or young person states that they know someone who has been physically or sexually abused
(sometimes the child may be talking about themselves)
• someone who knows the child or young person states that the child or young person has been
physically or sexually abused
• a child shows signs of being physically or sexually abused
• the staff member is aware of persistent family violence or parental substance misuse, psychiatric illness
or intellectual disability that is impacting on the child or young person’s safety, stability or development
• the staff member observes signs or indicators of abuse, including non-accidental or unexplained injury,
persistent neglect, poor care or lack of appropriate supervision
• a child’s actions or behaviour may place them at risk of significant harm and the child’s parents are
unwilling or unable to protect the child.
Note: Staff do not make a judgment about the truth of the allegation

8.3 Privacy
All personal information considered or recorded will respect the privacy of the individuals involved, whether
they be staff, volunteers, parents or children, unless there is a risk to someone’s safety. We have safeguards
and practices in place to ensure any personal information is protected.
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8.4 Documentation









All reports, information sheets and subsequent discussions and information are to be recorded and remain

strictly confidential.
Staff is advised to document details in writing as to the time, place, circumstance and description of
the incident/events.
Hard copies must be kept of computer-generated documentation.
No judgement/assumptions should be included. Factual information and observations must be
dated.
Patterns of behaviour should be established – use dates, track behaviour. Include attendance,
explained and unexplained absences.
Make sure that notes in diaries, etc. are collated into useable documentation for the file.
All incidents to be monitored, and any subsequent signs or indications of abuse are also to be
reported.
To keep this information safe and able to be retrieved at a later date, hand all documentation and
information over to the principal who will secure it safely.

NOTE: See appendix ?? for documentation

8.5 Breach of Policy
Where an employee is suspected of breaching any obligation, duty or responsibility within the Child Safety
Policy, Kardinia may start the process under Staff guidelines for managing employment concerns. This may
result in disciplinary consequences. During the allegation investigation period the College will take all
measures that are reasonable in the circumstances to protect the student from further inquiry or trauma.
Where the Principal / College Leadership Team is suspected of breaching any obligation, duty or
responsibility within this policy, the concerned party is advised to contact the Department of Education
(Conduct and Ethics Branch and Legal Branch) and Department of Health and Human Services (DHHS).
Where any other member of the school community is suspected of breaching any obligation, duty or
responsibility within this policy, the College will take appropriate action in accordance with the Child
Protection – Reporting Obligations, Complaints Resolution Policy and/or contact Department of Education
(Conduct and Ethics Branch and Legal Branch) and Department of Health and Human Services (DHHS).
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9.0 Reporting Process
9.1 Reporting Procedure
If a staff member or volunteer is concerned about a child because they have:
 received a disclosure from a child about abuse or neglect;
 observed indicators of abuse or neglect (see Appendix Three), and or;
 been made aware of possible harm via their involvement external to their professional role;
they record their observations and follow the Reporting Procedure.
All concerns will be reported immediately to the
relevant Child Safety officer, Junior / Senior School

Child Safety Officer informs the Principal

A meeting between the Principal, Child Safety Officer and the person
reporting the allegation is convened. The Principal will keep a record
of all discussions about a student with whom there is a concern.
If they have not already done so, the person reporting the
concern will complete a “Child Safe Incident Report”

If a belief has been formed by a staff member and/or the Principal, that a child is the
victim of abuse then a report will be made to the Department of Human Services.
The Child Safety Officer and or the Principal will contact the Department of Human
Services by telephone as soon as possible to make an official notification.

Members of the Department of Human Services, or associated support or
intervention services that visit the school following a notification, will interview staff
and children only in the presence of a Principal or his/her nominee.

Any support needed for the child, family and or person involved in the process is put
into place by the College

All documents relating to the abuse claim will remain filed in the Principal’s office.

NOTE:
 If a case is put forward to the Principal and the Principal does not deem it to proceed to the reporting
the incident to the Department of Human Services and the reportee believes there is a case, then
under the mandatory reporting law they must report the situation.
 In some cases, College Psychologists and or Wellbeing Officers may decide to report directly to the
Department of Human Services.
 School staff are free to report an allegation of child abuse to a person external to the school if they
deem it appropriate.
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9.2 Considerations
Within the reporting process, support considerations need to be made for children and families from
Aborginal and culturally and linguistically diverse backgrounds and for children with disabilities. Sensitivity
and acknowledgement of the following may need to be undertaken:
 the relevant cultural context such as child-rearing practices and recognition of the principle of
Aboriginal self-management and self-determination
 trauma and loss
 family wellbeing
 parenting capabilities
 needs of the disability
 language barriers
 hearing and or cognitive impairment
While the above issues require sensitive consideration, they should not compromise the child’s safety and
wellbeing.
Access to outside agencies maybe considered at this time, including
 Victorian Aboriginal Child Care Agency (VACCA) http://www.vacca.org/home/home
 ChildFirst providers: Greater Geelong, 1300 551 948
 Advice on communicating with people with a disability from the Department of Health and Human
Services www.dhs.vic.gov.au/for-business-and-community/community-involvement/people-with-adisability-in-the-community/communicate-and-consult-with-people-with-a-disability/communicationwith-people-with-disabilities

Please Note: Kardinia international College is a member of the Commonwealth Register of Institutions and
Courses for Overseas Students (CRICOS), number 01502C. Our overseas students come under this policy.
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Appendix One

Child Safe Policy

Child Safe Incident Report
Incident details
Date of incident:
Time of incident:
Location of incident:
Name(s) of child/children
involved:
Name(s) of staff/volunteer
involved:
If you believe a child is at immediate risk of abuse phone 000.

Does the child identify as Aboriginal or Torres Strait Islander?
(Mark with an ‘X’ as applicable)

No

Yes, Aboriginal

Yes, Torres Strait Islander

Please categorise the incident
Physical violence
Sexual offence
Serious emotional or psychological abuse
Serious neglect

Please describe the incident
When did it take place?
Who was involved?

What did you see?

Other information
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Parent/carer/child use
Date of incident:
Time of incident:
Location of incident:
Name(s) of child/children
involved:
Name(s) of staff/volunteer
involved:

Office use:
Date incident report received:
Staff member managing incident:
Follow-up date:
Incident ref. number:

Has the incident been reported?
Child protection
Police
Another third party (please specify):

Incident reporter wishes to remain anonymous?
(Mark with an ‘X’ as applicable)

Yes

No

If agreed, name of reporter

All incident reports must be stored securely. Please complete both pages of this report.
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Appendix Two

Child Safe Policy
Definitions of Child Abuse & Indicators of Harm
The following definitions are provided to assist licensed children’s services and school staff to decide if abuse
is occurring and to assist them in deciding whether the impact warrants a report to Child Protection, a referral
to Child FIRST services or whether another action is required.

1.0 Physical abuse
Physical abuse consists of any non-accidental form of injury or serious physical harm inflicted on a child or
young person by any person. Physical abuse does not mean reasonable discipline, though it may result from
excessive or inappropriate discipline. Physical abuse can include beating, shaking, burning and assault with
implements.
Failure of a parent or caregiver to adequately ensure the safety of a child may result in physical injury and
significant harm to a child or young person, exposing the child to extremely dangerous or life threatening
situations. Physical abuse also includes fabricated illness syndrome (previously known as Munchausen’s
syndrome by proxy) and female genital mutilation (FGM). FGM comprises all procedures that involve partial
or total removal of the female external genitalia and /or injury to the female organs for cultural or any nontherapeutic reasons.

Physical abuse - Possible Indicators
Physical Indicators

Behavioural Indicators

• Bruises or welts on facial areas and other areas of the
body, including back, bottom, legs, arms and inner
thighs. Any bruises or welts in unusual configurations,
or those that look like the object used to make the
injury, for example, fingerprints or handprints,
buckles, iron, teeth

• The child or young person states that an injury has
been inflicted by someone else (caregiver or other), or
offers and inconsistent or unlikely explanation or can’t
remember the cause of injury

• Burns that show the shape of the object used to make
them, such as an iron, grill, cigarette; or burns from
boiling water, oil or flames

• Wearing clothes unsuitable for weather conditions
(such as long sleeved tops) to hide injuries

• Fractures of the skull, jaw, nose and limbs, especially
those not consistent with the explanation offered or
with the type of injury probable/possible at the child’s
age and development

• No reaction or little emotion displayed when hurt

• Cuts and grazes to the mouth, lips, gums, eye area,
ears, and external genitalia
• Human bite marks

• Unusual fear of physical contact with adults (for
example, flinches if unexpectedly touched)

• Wariness or fear of a parent/caregiver; reluctance to
go home
• Little or no fear when threatened
• Habitual absences from school without explanations
(the caregiver may be keeping the child or young
person away until signs of injury have disappeared)

• Bald patches where hair has been pulled out

• Overly compliant, shy, withdrawn, passive and
uncommunicative

• Multiple injuries, old and new

• Fearfulness when other children cry or shout

• Poisoning

• Unusually nervous or hyperactive, aggressive,
disruptive and destructive to self and/or others

• Internal injuries

• Excessively friendly with strangers
• Regressive behaviour, such as bed wetting or soiling
• Poor sleeping patterns, fear of dark, nightmares
• Sadness and frequent crying
• Drug or alcohol misuse
• Poor memory and concentration
• Suicide attempts
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2.0 Sexual abuse
A child is sexually abused when any person uses their authority or power over the child or young person to
engage in sexual activity. Child sexual abuse involves a wide range of sexual activity and may include fondling
genitals, masturbation, oral sex, vaginal or anal penetration by finger, penis or any other object, voyeurism
and exhibitionism. It can also include exploitation through pornography or prostitution.

Sexual abuse – Possible indicators
Physical Indicators
• Injury to the genital or rectal area, such as bruising or
bleeding
• Vaginal or anal bleeding or discharge
• Discomfort in urinating or defecating
• Presence of foreign bodies in vagina and/or rectum
• Inflammation and infection of genital area
• Sexually transmitted diseases
• Pregnancy, especially in very young adolescents

Behavioural Indicators
• The child or young person discloses sexual abuse
• Persistent and age inappropriate sexual activity,
including excessive masturbation, masturbation with
objects; rubbing genitals against adults, playing games
that act out a sexually abusive event
• Drawings or descriptions in stories that are sexually
explicit and not age appropriate
• A fear of home, a specific place, a particular adult;
excessive fear of men or of women

• Bruising and other injury to breast, buttocks and thighs

• Poor or deteriorating relationships with adults and
peers

• Anxiety related illnesses such as anorexia or bulimia

• Poor self-care/personal hygiene

• Frequent urinary tract infections

• Arriving early at school and leaving late
• Complaining of headaches, stomach pains or nausea
without physiological basis
• Frequent rocking, sucking or biting
• Sleeping difficulties
• Reluctance to participate in physical or recreational
activities
• Regressive behaviour, such as bedwetting or speech
loss
• Sudden accumulation of money or gifts
• Truancy or running away from home
• Delinquent or aggressive behaviour
• Depression
• Self –injurious behaviour, including drug/alcohol
abuse, prostitution, self-mutilation, attempted suicide
• Sudden decline in academic performance, poor
memory and concentration
• Wearing of provocative clothing, or layers of clothes to
hide injuries
• Promiscuity

22 | P a g e

Child Safe Policy 31/07/2017

3.0 Emotional abuse
Emotional abuse occurs when a child or young person is repeatedly rejected, isolated or frightened by threats
or witnessing of family violence. It also includes hostility, derogatory name-calling and put-downs, or
persistent coldness from a person, to the extent where the behaviour of the child or young person is
disturbed or their emotional development is at serious risk of being impaired.
Psychological or emotional abuse may occur with or without other forms of abuse. The child or young person
may develop personality or behavioural disorders, or become filled with self-doubt and internalised rage,
unable to form sustained and intimate relationships. There are few physical indicators, although emotional
abuse may cause delays in emotional, or mental or even physical development.

Emotional abuse – Possible indicators
Physical Indicators

Behavioural Indicators

• Speech disorders

• Overly compliant, passive and undemanding behaviour

• Delays in physical development

• Extremely demanding, aggressive, attention seeking
behaviour

• Failure to thrive (without an organic cause)

• Anti-social, destructive behaviour
• Low tolerance or frustration
• Poor self-image
• Unexplained mood swings
• Behaviours that are not age appropriate for example,
overly adult (parenting of other children), or overly
infantile (thumb sucking, rocking, wetting or soiling)
• Mental or emotional delays
• Fear of failure, overly high standards, and excessive
neatness
• Depression, suicidal
• Running away
• Violent drawings or writing
• Contact with other children forbidden

4.0 Neglect
Neglect includes a failure to provide the child or young person with an adequate standard of nutrition,
medical care, clothing shelter or supervision to the extent where the health or development of the child is
significantly impaired or placed at serious risk. A child is neglected if they are left uncared for over long
periods of time or abandoned. Two types of neglect are discussed below.

4.1 Serious neglect
Serious neglect includes situations where a parent has consistently failed to meet the child’s basic needs for
food, shelter, hygiene or adequate supervision to the extent that the consequences for the child are severe.
For example, where:
• the child’s home environment is filthy or hazardous in the extreme and poses a threat to the child’s
immediate safety or development and is characterised by the presence of animal or human faeces or
urine, decomposing food, syringes or other dangerous paraphernalia
• the child is provided with consistently insufficient or inadequate food or nourishment for the child’s
healthy development
• the child has a serious medical condition for which the parent has consistently failed to obtain treatment
or dispense prescribed medication
• the parent consistently leaves the child unattended, exposed to or in the care of strangers who may
harm the child.
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4.2 Medical neglect
Neglect of medical care refers to a situation where a parent’s refusal of, or failure to seek, treatment or agree
to a certain medical procedure leads to an unacceptable deprivation of the child’s basic rights to life or
health.

Neglect – Possible indicators
Physical Indicators
• Consistently dirty and unwashed
• Consistently inappropriately dressed for weather
conditions
• Consistently without adequate supervision and at risk
of injury or harm
• Consistently hungry, tired and listless, falling asleep in
class
• Unattended health problems and lack of routine
medical care
• Inadequate shelter and unsafe or unsanitary
conditions
• Abandonment by parents
• Failure to thrive

Behavioural Indicators
• Begging or stealing food
• Gorging when food is available
• Inability to eat when extremely hungry
• Alienated from peers; withdrawn, listless, pale, and
thin
• Aggressive behaviour
• Delinquent acts, for example, vandalism, drug and
alcohol abuse
• Little positive interaction with parent/caregiver
• Appearing miserable or irritable
• Poor socialising habits
• Poor evidence of bonding, little stranger anxiety
• Indiscriminate with affection
• Poor, irregular or non-attendance at school or
kindergarten/child care
• Staying at school long hours
• Self –destructive
• Dropping out of school
• Taking on an adult role of caring for parent

5.0 Family violence
Family violence is defined as violence (either actual or threatened) which occurs within a family including
physical, verbal, emotional, psychological, sexual, financial or social abuse. Where there are strong indicators
that incidents of family violence are placing children at significant risk or danger, Child Protection must be
informed. Family violence is a criminal offence and can be liable to prosecution.

Family violence – Possible indicators
Physical Indicators
• Speech disorders
• Delays in physical development
• Failure to thrive (without an organic cause)
• Bruises or welts on facial areas and other areas of the
body, including back, bottom, legs, arms and inner
thighs. Any bruises or welts in unusual configurations,
or those that look like the object used to make the
injury, for example, fingerprints or handprints, buckles,
iron, teeth
• Fractures of the skull, jaw, nose and limbs, especially
those not consistent with the explanation offered or
with the type of injury probable/possible at the child’s
age and development
• Cuts and grazes to the mouth, lips, gums, eye area,
ears, and external genitalia
• Multiple injuries, old and new
• Internal injuries
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Behavioural Indicators
• Overly compliant, shy, withdrawn, passive and
uncommunicative
• Extremely demanding, aggressive, attention seeking
behaviour
• Anti-social, destructive behaviour
• Low tolerance or frustration
• Showing wariness or distrust of adults
• Demonstrated fear of parents and of going home
• Becoming very passive and compliant
• Depression
• Anxiety
• Criminal activity
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Child Safe Policy
Student Expected Behavours

Appendix Three

Junior School Students (Years K - 6)
Students in the Junior School develop their set of rights and responsibilities early in Term one. These rights
and responsibilities follow the points outlined below:
Children's Rights
 to be happy and have fun;
 to be safe and be cared for;
 to learn;
 to express themselves and be listened to;
 to be respected as an individual and to respect others.
Children's Responsibilities
 to speak and listen in an appropriate manner;
 to respect others' feelings, their physical well-being and property;
 to look after their own belongings;
 to be positive and friendly towards others;
 to share and co-operate;
 to work to the best of their ability;
 to complete learning group and school jobs;
 to take care of the playground, equipment, plants and trees.
In accordance with the behavioural expectations of Kardinia International College, Junior School students
should:
1. be respectful to all members of the College Community;
2. move carefully throughout the College;
3. speak politely to others and never use offensive language;
4. display respect for buildings, property and personal belongings;
5. be punctual in returning to Learning Group after recess and lunch;
6. apply themselves to their set tasks to the best of their ability;
7. bring all required equipment to the Learning Group;
8. take part in Learning Group activities and discussions;
9. follow all reasonable directions given by staff members;
10. place rubbish in bins provided;
11. observe the principles of good sportsmanship in playing or watching sports and recognise the umpire
or referee as the authority necessary to ensure a good game;
12. complete all set homework;
13. bring their Study Planners to school each day;
14. never bully or harass others;
15. avoid Learning Group Rooms and corridors at recess, lunchtime or after school unless accompanied
by a teacher
16. stay within the boundaries outlined for their Learning Group at College
17. never engage in activities that could endanger themselves or other students, e.g. throwing stones
18. wear the uniform both formal and sports, as defined in the Study Planner
19. keep hair neat, clean and tidy. Hair must be tied back if it is shoulder length. Only natural hair colours
are permitted. No nail polish or make up is permitted. Girls may wear one small set of gold or silver
studs or sleepers.
25 | P a g e

Child Safe Policy 31/07/2017

Senior School Students
The College has specific expectations of all the entire student body. These relate to three aspects of
student progress: Organisation, Application and Behaviour.
Organisation
Punctuality: Students are expected to be present in Tutor Group fully prepared for periods 1 and 2 by
9.00am. Students must be present in each timetabled class no later than 2 minutes after the start time.
Students may only leave school after arrival in the morning or during school with an early leaver’s pass which
will be issued by the student’s House Coordinator upon the presentation of a note from parents/guardians.
On arriving late to school, students are to report to Student Services for a late pass. Students must sign out at
Student Services when leaving the College grounds during school hours.
Uniform: Full uniform is worn to and from school, to Tutor Group and assemblies and on excursions. This
includes the blazer. The College uniform consists of a summer, winter and sports uniform. The sports uniform
may only be worn during schedules physical education classes, during weekly sport and during sport training
sessions. It may not be worn to and from school.
Study Planners: Each student receives a Study Planner. Students must carry their Study Planners with them to
every class. Details of homework, assignments and any other notices must be recorded in them. The
recording of such details is the only purpose for which they may be used. Students may not decorate or
graffiti their Study Planners.
Students who misplace their Study Planner must obtain a temporary one from their House Coordinator
before the commencement of classes. Study Planners are to be signed each week by parents.
Mobile Phones: Other than for educational purposes as directed by a teacher, student mobile phones must
be switched off between 9.00am and 3.20pm. They may only be used during these times with a House
Coordinator’s permission.
Application
The College aims to ensure that each student achieves his or her full potential academically. Consequently,
the College insists that classes will always operate in a manner conducive to this aim. Students are therefore
always expected to use class time effectively and to satisfactorily complete all set homework to the best of
their ability.
Behaviour
The College aims to provide a safe and happy environment for all members of the College Community.
In relating to others, students are therefore expected:
 to fully co-operate with all reasonable directions given by College staff members
 to be positive and polite towards staff, visitors and other students
 to refrain from all forms of physical and verbal harassment including coarse language
 to respect the property of others
 to refrain from overt displays of affection
For their health and safety, students are expected:
 to avoid out of bounds areas which include: the northern side of the ovals, car parks, classrooms
outside of class time, Junior College, ELC areas and the Main Quadrangle at lunchtime.
 to follow all reasonable directions given by staff members
 to avoid ball games inside, in corridors, on paths and under verandas
 to refrain from chewing gum
 to refrain from eating during classes
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to refrain from running in passive recreation areas and on walkways
to refrain from riding bicycles and using roller blades during school hours

While travelling on College buses, students are expected:
Students and parents of students who travel on College buses are required to agree to the Bus Code of
Conduct.
 to travel on the bus nominated for them
 to board their bus when directed to do so by the driver or another staff member
 to stow their bags in luggage racks or under their seat
 to remain seated throughout their journey
 to never place any part of their body outside the windows of the bus
 to wear seat belts if available
 to place litter in bins if these are available or to remove it from the bus and dispose of it responsibly
 to speak at a conversational level while travelling
 to wear the full College uniform while travelling to and from the College
 to follow all reasonable directions given by the bus driver
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UN Rights of the Child (in child friendly language)
Article 1
Everyone under 18 has these rights.
Article 2
All children have these rights, no matter
who they are, where they live, what
their parents do, what language they
speak, what their religion is, whether
they are a boy or girl, what their culture
is, whether they have a disability,
whether they are rich or poor. No child
should be treated unfairly on any basis.
Article 3
All adults should do what is best for you.
When adults make decisions, they
should think about how their decisions
will affect children.
Article 4
The government has a responsibility to
make sure your rights are protected.
They must help your family to protect
your rights and create an environment
where you can grow and reach your
potential.
Article 5
Your family has the responsibility to help
you learn to exercise your rights, and to
ensure that your rights are protected.
Article 6
You have the right to be alive.
Article 7
You have the right to a name, and this
should be officially recognised by the
government. You have the right to a
nationality (to belong to a country).
Article 8
You have the right to an identity - an
official record of who you are. No one
should take this away from you.
Article 9
You have the right to live with your
parent(s), unless it is bad for you. You
have the right to live with a family who
cares for you.
Article 10
If you live in a different country than
your parents do, you have the right to
be together in the same place.
Article 11
You have the right to be protected from
kidnapping.
Article 12
You have the right to give your opinion,
and for adults to listen ad take it
seriously.
Article 13
You have the right to get and share what
you think with others, by talking,
drawing, writing or in any other way
unless it harms or offends other people.
Article 14
You have the right to choose your own
religion and beliefs. Your parents should
help you decide what is right and wrong,
and what is best for you.

Article 15
You have the right to choose your own
friends and join or set up groups, as long
as it isn't harmful to others.
Article 16
You have the right to privacy.
Article 17
You have the right to get information
that is important to your wellbeing,
from radio, newspaper, books,
computers and other sources. Adults
should make sure that the information
you are getting is not harmful, and help
you find and understand the
information you need.
Article 18
You have the right to be raised by your
parent(s) if possible.

Appendix Four
go to school to the highest level you
can.
Article 29
Your education should help you use and
develop your talents and abilities. It
should also help you learn to live
peacefully, protect the environment and
respect other people.
Article 30
You have the right to practice your own
culture, language and religion - or any
you choose. Minority and indigenous
groups need special protection of this
right.
Article 31
You have the right to play and rest.

Article 19
You have the right to be protected from
being hurt and mistreated, in body or
mind.

Article 32
You have the right to protection from
work that harms you, and is bad for your
health and education. If you work, you
have the right to be safe and paid fairly.

Article 20
You have the right to special care and
help if you cannot live with your
parents.

Article 33
You have the right to protection from
harmful drugs and from the drug trade.

Article 21
You have the right to care and
protection if you are adopted or in
foster care.
Article 22
You have the right to special protection
and help if you are a refugee (if you
have been forced to leave your home
and live in another country), as well as
all the rights in this Convention.
Article 23
You have the right to special education
and care if you have a disability, as well
as all the rights in this Convention, so
that you can live a full life.
Article 24
You have the right to the best health
care possible, safe water to drink,
nutritious food, a clean and safe
environment, and information to help
you stay well.
Article 25
If you live in care or in other situations
away from home, you have the right to
have these living arrangements looked
at regularly to see if they are the most
appropriate.
Article 26
You have the right to help from the
government if you are poor or in need.
Article 27
You have the right to food, clothing, a
safe place to live and to have your basic
needs met. You should not be
disadvantaged so that you can't do
many of the things other kids can do.
Article 28
You have the right to a good quality
education. You should be encouraged to

Article 34
You have the right to be free from
sexual abuse.
Article 35
No one is allowed to kidnap or sell you.
Article 36
You have the right to protection from
any kind of exploitation (being taken
advantage of).
Article 37
No one is allowed to punish you in a
cruel and harmful way.
Article 38
You have the right to protection and
freedom from war. Children under 15
cannot be forced to go into the army or
take part in war.
Article 39
You have the right to help if you've been
hurt, neglected, or badly treated.
Article 40
You have the right to legal help and fair
treatment in the justice system that
respects your rights.
Article 41
If the laws of your country provide
better protection of your right than the
articles in this Convention, those laws
should apply.
Article 42
You have the right to know your rights!
Adults should know about these rights
and help you learn about them, too.
Article 43 to 54
These articles explain how governments
and international organisations like
UNICEF will work to ensure children are
protected with their rights

.
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Appendix Five

Suggested Guide When Dealing with a Child Abuse Allegation
Below outlines a suggested guide on what to do if a child discloses an incident of abuse, or if a
parent/carer raises a concern or allegation of abuse which may have taken place in your organisation.
If a child discloses an incident of abuse to you
 Try to separate them from the other children discreetly and listen to them carefully.
 Let the child use their own words to explain what has occurred.
 Reassure the child that you take what they are saying seriously, and it is not their fault and that
they are doing the right thing.
 Explain to them that this information may need to be shared others, such as with their
parent/carer, specific people in your organisation, or the police.
 Do not make promises to the child such as promising not to tell anyone about the incident,
except that you will do your best to keep them safe.
 Do not leave the child in a distressed state. If they seem at ease in your company, stay with
them.
 Provide them with an incident report form to complete, or complete it together, if you think
the child is able to do this.
 As soon as possible after the disclosure, record the information using the child’s words and
report the disclosure to your manager or your organisation’s child safety officer/champion,1
police or child protection.
 Ensure the disclosure is recorded accurately, and that the record is stored securely.
If a parent/carer says their child has been abused in your organisation or raises a concern
 Explain that your organisation has processes to ensure all abuse allegations are taken very
seriously.
 Ask about the wellbeing of the child.
 Allow the parent/carer to talk through the incident in their own words.
 Advise the parent/carer that you will take notes during the discussion to capture all details.
 Explain to them the information may need to be repeated to authorities or others, such as the
organisation’s management or Child Safety Officer
 Do not make promises at this early stage, except that you will do your best to keep the child
safe.
 Provide them with an incident report form to complete, or complete it together.
 Ask them what action they would like to take and advise them of what the immediate next
steps will be.
 Ensure the report is recorded accurately, and that the record is stored securely.
If you believe a child is at immediate risk of abuse phone 000.
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